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TO:  Local Educational Agencies (LEAs)  
 
FROM:  Arizona Department of Education (ADE), Grants Management 
  Sarah Lors, Manager 
 
SUBJECT: How to download a copy of approved completion report or a copy of approved completion 

report email notification  
 
Local Educational Agencies (LEAs) returning monies back to ADE Account Receivable related to Grants should download a 
copy of an approved completion email notification of a copy of an approved completion report in order to expedite the refund 
process. 
 
1) LEAs can download an approved completion report by following the steps listed below:  
 
 
 
 
 
 
 

 
 

1. Logon to Common Logon 
(https://www.ade.az.gov/CommonLogon/log
on.aspx) and select Grants Management 

 
2. Click on “Completion Reports” from secure 

Grants Management Home page 
 

3. On Completion Reports in Progress Screen, 
choose the fiscal year and grant you would 
like to see and Click “Show Projects” 

 
4. Click on the Project number with CR Status 

as “Approved by ADE” 
 

5. Click “View Approved Completion Report” 
 

6. Next screen will show the copy of Approved 
completion report. Go to File and Print  
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2) LEAs can print a copy of approved completion report email notification by following the steps below:  
 

1. Go to your school email in-box. 

2. Search your email inbox by the following search 
criteria 

a.Sender = grants@ade.az.gov 
b.Subject: Completion Report Approved: your 
grant name – entity name 

3. Print a copy of email  
 
*Email notification: Grant Total Amend is the total 
amount LEA can amend into the next fiscal year 
project  
*Email notification: Grant Total Return is the total 
amount LEA should return back to ADE accounting. 

 
 
* Email notification recipients are those whose email 
addresses have been listed on their completion 
report contact information page.  
 
 
 
 
The Grants Management staff is here to answer your 
questions from 8am to 5pm Monday through Friday, 
excluding holidays at (602) 542-3452.  
 
Cordially, 
Sarah Lors 
Grants Manager 
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